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Agency Benefits Coordinator Meeting 
Manually running a past collections applied report 
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Edison Home Page - NavBar 

Click on the NavBar 

icon  on the  Edison 

home page. 

Instructions 
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Edison Home Page - Navigator 

Instructions 

Click on the Navigator 

icon  on the  Edison 

home page. 
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Navigator Menu 

Click on the 

“Navigator” icon in 

the NavBar.   

After clicking the 

“Navigator” icon 

you will view the 

Navigator menu. 

Instructions 
Instructions 



5 

HCM>Benefits>Reports>Contributions and 

Deductions>TN Prem/Collect App Deduct 

Click the “HCM” link on the “Main Menu.”  

Then from the “HCM” menu click on the 

“Benefits” link.  From the “Benefits” menu, 

click on the “Reports” link.  From the 

“Reports” menu, click on the “Contributions 

and Deductions” link.  Click the “TN Prem 

Due/CollectApp Deduct” link. 

Instructions 
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TN Prem Due/Collect App Deduct 

Click the “Add a New Value” 

tab if you have NEVER run this 

report. 

 

Once you have created the Run 

Control ID, you can use the “Find 

an Existing Value” tab to locate 

your existing run control. 

  

Instructions 
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TN Prem Due/Collect App Deduct 

Create a name for your report 

and type it in the Run Control ID 

field. You can name it anything 

you like, except you CANNOT 

have any spaces in the name of 

your report or you will receive 

an error later in the process. 

  

Instructions 
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TN Prem Due/Collect App Deduct 

Click “Add” 

Instructions 
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Click on the spy glass to select 

your Department Number. 

 

This is a number provided by 

Benefits Administration to your 

agency.  

Instructions 

Select Agency Dept. Number 

**If you click on the magnifying glass and a Department Number doesn’t populate, 

please contact our service center or create a Zendesk Ticket for assistance.** 
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Select Department Number 

Click on your 

Department Number. 

Instructions 
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Select Both 

Select “Both” 

Instructions 
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Select the Date you Wish to See 

Enter the Year (18) of the report 

you wish to see in the Look Up 

Pay Run ID Field. 

 

If you do not enter a specific year 

you will view a list of every year 

until current.    

 

NOTE:  Enter 18 (Year) to view  the current year report. 

Click “Look Up.” 
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Select the Date you Wish to See 

Instructions 

The Pay Run ID has a specific 

format. The first two digits are 

the year, followed by NP for 

“non-payroll”, followed by two 

digits for the month and two 

digits for the last day of the 

month.  

Click the date you wish to see 

 

In this example we want to see 

the deductions taken from 

active employees for coverage 

during the month of July 2018 

so we select 18NP0630. These 

deductions will be pulled via 

ACH from the agency’s account 

on 7/15/2018.  
18NP0630  Format  

July 2018 Report 

Note:  Never use RT = Blank Report 
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Click Run 

Instructions 

Click “Run” at the top right. 
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Select your format (PDF) 

The default format of the report is 

Adobe PDF.  If you prefer to view 

the report in Microsoft Excel, click 

the down arrow in the Format 

field. 

Instructions 

Your Access ID will be here. 
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Select your format (CSV) 

Select CSV to view the report in Microsoft Excel. 

Instructions 

Your Access ID will be here 
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Click OK 

Your Access ID will be here 

Click “OK” 

Instructions 
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Process Instance - Note 

Make a note of the 

“Process Instance” 

number. 

Instructions 
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Report Manager 

Click the “Report 

Manager” link at the top. 

Instructions 
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Click “Refresh” 

Instructions 

Click “Refresh” until your 

TN_BA138 link populates 

under “Reports.”  
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File list – Click PDF or CSV  

Instructions 

Click the middle link in your 

file list with CSV/PDF at the 

end of the name.  Your report 

will open up in a new 

window. 

Your Access ID will be here. 
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My Reports – Printing Report 

Home Page of Edison 

Instructions 

Click TN_BA138 link under 

“My Reports.”  

Note:  Return to the Home Page of Edison by clicking on the house 
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File List – PDF or CSV 

Your Access ID will be here. 

Instructions 

Finally click the second link 

in the File List section 

ending in “.PDF” or “.CSV” 

(depending upon what you 

selected earlier) to view 

your report.   
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Example: 

Last 4 of SS# Edison ID# & Emp. Name 
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Questions? 


